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Sample article for organizations to use to reach customers/taxpayers
Customize and provide the following article on your website to help individuals and families
understand the importance of keeping good records, especially for tax time.

Recordkeeping makes sense, especially when it comes to your taxes!

This is a great time to get your personal files in order. Days are longer, schedules are often less
busy, and the tax year has not yet ended.

Why keep records?

There are many reasons to keep household records, including keeping track of your expenses,
tracking the basis of your house or other property and keeping records for insurance purposes or
for getting a loan.

In fact, you must keep records for any amounts claimed on your federal tax returns, so now is a
good time to check that you are doing that. Well-organized records make it easier to prepare a tax
return and help provide answers if the IRS contacts you. You must keep your records as long as
they may be needed for the administration of any provision of the Internal Revenue Code. The IRS
reminds taxpayers that all requirements that apply to hard copy books and records apply when you
maintain tax books and records with electronic storage systems,.

Here are three tips from the IRS about keeping good records.

e The general rule is to keep tax records for three years. However, check out Publication 552,
Recordkeeping for Individuals, Table 3, Period of Limitations, for specific detalils.

e Records you should keep include Forms W-2, Forms 1099 or other statements to document
income. You should also keep hills, credit card and other receipts, invoices, mileage logs,
canceled, imaged or substitute checks, proofs of payment and any other records to support
deductions or credits you may claim on your return. Refer to Publication 552, Table 1, Proof
of Income and Expense, for more information.

¢ You should keep some documents longer, such as records relating to a home purchase or
sale, stock transactions, IRA and business or rental property.

Good records will help you...

¢ Identify sources of income. You may receive money or property from a variety of sources.
Your records can identify the sources of your income. You need this information to separate
business from nonbusiness income and taxable from nontaxable income.

o Keep track of expenses. You may forget an expense unless you record it when it occurs.

You can use your records to identify expenses that you can claim a deduction. This will help
you determine if you can itemize deductions on your tax return.
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o Keep track of the basis of property. You need to keep records that show the basis of your
property. This includes the original cost or other basis of the property and any improvements
you made.

Good records will help you explain any item come tax time and arrive at the correct amount of tax
with a minimum amount of effort. If you don’t have records, you may have to spend time getting
statements and receipts from various sources. If you cannot produce the correct documents, you
may have to pay additional tax and be subject to interest and penalties.

For more information on what kinds of records to keep, see IRS Publication 552, Recordkeeping for
Individuals. You may also order it by calling 800-TAX-FORM (800-829-3676).
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NOTE TO EDITOR: Below is more information and links to IRS.gov on keeping tax records.

Topic 305: Recordkeeping

You should keep records, such as receipts, canceled checks and other documents that support an
item of income or a deduction appearing on a return, until the period of limitation expires for that
return. For assessment of the tax you owe, this generally is three years from the date you filed the
return. Returns filed before the due date are treated as filed on the due date.

There are no periods of limitations to assess tax when a return is fraudulent or when no return is
filed. If income that you should have reported is not reported, and it is more than 25 percent of the
gross income shown on the return, the time to assess is six years from when the return is filed. For
filing a claim for credit or refund, the period to make the claim generally is three years from the date
the original return was filed, or two years from the date the tax was paid, whichever is later. For
filing a claim for a loss from worthless securities, the time to make the claim is seven years from
when the return was due.

If you are an employer, you will need to keep all your employment tax records for at least four years
after the tax becomes due or is paid, whichever is later.

If you are in business, there is no particular method of bookkeeping you must use. However, you
must use a method that clearly and accurately reflects your gross income and expenses. The
records should substantiate both your income and expenses. Publication 583, Starting a Business
and Keeping Records, and Publication 463, Travel, Entertainment, Gift and Car Expenses, provide
additional information on required documentation for taxpayers with business expenses. Publication
552, Recordkeeping for Individuals, provides more information on recordkeeping requirements for
individuals.

IRS.gov:

Publication 583 (1/2007), Starting a Business and Keeping Records
Publication 552 (02/2010), Recordkeeping for Individuals
Publication 463, Travel, Entertainment, Gift, and Car Expenses
Five Tips for Great Recordkeeping



http://www.irs.gov/pub/irs-pdf/p552.pdf
http://www.irs.gov/pub/irs-pdf/p552.pdf
http://www.irs.gov/pub/irs-pdf/p583.pdf
http://www.irs.gov/pub/irs-pdf/p583.pdf
http://www.irs.gov/pub/irs-pdf/p463.pdf
http://www.irs.gov/publications/p583/ar02.html
http://www.irs.gov/publications/p552/ar02.html
http://www.irs.gov/pub/irs-pdf/p463.pdf
http://www.irs.gov/newsroom/article/0,,id=105111,00.html
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